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3 ELECTRONIC CONTRACT MODIFICATIONS - eMOD

eMod is a web based application that allows Vendors to submit their Multiple Award Schedule
(MAS) contract modification requests electronically (eMods). eMod uses the digital authentication
technology in order to ensure the integrity of data and provides electronic signature capability. A
digital certificate is required in order to use eMod. Please see | - Getting Started for more details

on digital certificates.

In eMod a Vendor can submit multiple Mods within a single transaction. Different type(s) of Mod
and their associated sub-types can be selected. Another feature in eMod allows GSA contracting
personnel to “split” Mods. For example, a CO has the ability to perform a split if one of the Mods
can be done quickly but the other Mod action may require more time to complete. As opposed to
waiting for both to be completed at the same time, splitting the Mod expedites the process.

3.1 Getting Started With eMod

To access the eMod application, a valid Digital Certificate must be present on your computer.

a) Go to the GSA eOffer/eMod homepage (www.eoffer.gsa.gov).

b) Click on the Sign In button located in the Contract Modifications (eMods) section.

I eOffer/eMod

Submit Contract Offers and Contract Modifications online.

Welcome to eOffer/eMod

eOfferieMod is a tool to submit contract offers and contract modification requests to GSA Federal Acquisition Service anline

If you are submitting an offer under certain G3A Multiple Award Schedules, you may be eligible to have an express review of your offer under the MAS
Express Program. Please click the link “Learn about the MAS Express Program and participating schedules” below for details. If you're eligible, please
sign in under the "Express Offers (eOffers)” below to see if you can submit your offer electronically.

If you are not eligible for the MAS Express Program atthis time, please submit a standard offer by signing in under the "Contract Offers (eOffers)” below,

NEW pq of February 2, 2009, contractors under Schedules 03 FAC, 66, and 874V, must submit modifications to their contracts through the eMod
system, for certain types of Modifications. Please click here for more information on the Mandatory eMod pilot for Schedule 03 FAC, 68, and 874V.

About eOffer

Learn More About: Customer Assistance and Training:
s eOffer * User Guides/Training

» Express Offers » Digital Cert Trainin

+ ellod n eQffer/ellod User Guide

+ [landatory eMod Pilot + Frequently Asked Questions (FAGH
+ Digital Certificates e ContactUs

+ Authorized Meqgotiatars

Before you Begin

If you are submitting an eOffer: If you are submitting an elod:
1. Have you reviewed the solicitation you want to make an offer 1. Dovyou already have a digital cedificate?
against? 2. |z your DUMNS number and Contract number available?
2. Have you passed the "Pathways to Success” training? 3. Are vou an authorized neqotiator on the contract?
3. Didyou getyour DUNS number? 4. You may now submitthe mod...
4. Have you registered with CCR and with QORCA?
5. Have you applied for a digital ceificate?
6. Ifyou have done all of the above, enter "e0ffer” atthe right.
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System Access

Contract Offers (eOffers)

> Prepare and submit eOffer
= Continue working on saved eOffer
= Edit submitted eOffer

Contract Modifications (eMods)

= Prepare and submit medification request
= Continue working on saved modification
request

> Edit submitted modification request

Express Offers (eOffers)

= Prepare and submit Express eOffer
= Continue working on saved Express
e0ffer

= Edit submitted Express eOffer


http://eoffer.gsa.gov/
http://www.eoffer.gsa.gov/
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¢) On the pop-up window choose the correct certificate (if there is more than one) and click OK.

Choose a digital certificate

Identification

The wehsite wau want ko wview requests identification.
' Flease choose a certificate,

Marme Issuer
John Doe ORC ACES

i_\_l-I.L.I_

)I More Infa. .. ] [Eiew CertiFicate...J
2

’
’ l, QK Cancel

+_r

d) On the next pop-up window, click OK. This will take you to the Sign In page.

Signing data with your private exchange key

A application i requesting access to a Protected item.

CroptoP Frivate Key

ak. Cancel ][ Details.... ]
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e) Select the appropriate DUNS number using the dropdown or manually enter it in the text box
and click Submit.

Federal Acquisition Service
G SA Submit contract offers and contract modifications online e Offe rl e M o d

SIGN IN

Select a previously entered DUNS: | j

v

Or, enter a DUNS; [ 123456739 3 -
1

DUNS PLUS 4 ; (13 T‘_
Suhmn‘IJJJJJJ—J_—

f)  On the next screen select the Contract number from the dropdown that needs to be
modified, and then click the Select Contract button.

List of Contracts Avaialble for ACME MANAGEMENT CONCEPTS INC

Select Contract \Action
| GSOIFO00TW | | Select Contract Back To Duns.

g) Atthis time the MY MODIFICATIONS page will be visible where you can create new Mods or
work on saved ones or edit submitted ones.

MY MODIFICATIONS :: ACME MANAGEMENT CONCEPTS INC

New Modifications

Select Contract Action
GE03F0001WY j Select Cantract |

Saved Modifications
Click on the 1D to view the event log for an Offer

I Mod Actions Contract Last Update Status Actions
1T C4 Selected Mod Actions GS03F0001W 2009-11-06 14:33:49.426 Caomplete Edit Mod Delete Mod |

Submitted Modifications

Click on the D {o view the event log for an Offer

D [Mod Actions |Contract LLast Upclate Status ‘Assigned To Actions |
|Nnthing found to display. |

Note: If you are not an assigned Negotiator for a contract the following message will be
seen and you will be asked to contact the Point of Contact (POC) of your
company.
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Our records show one or mare contracts for this DUNS for which you may or may not be an authorized negoﬁéinr Please contact the Point of Contact
(POC) of your company to be added as a negotiator. f you are the POC for your company or you do not know who the POC is in your company, please
contact the contracting officer to be added to the list of negotiators, Both, the POC and Contracting Officer will need your name and email address as it

appears on your digital cedificate,

_Fur additional information click here

f&m‘;’,‘ Authorized Negotiator? POC Details Contracting Officer Details

GS23FBIJEB\,’-'Y0|| are not an athorized negotiator on this comtract [ Hame [ Email .pwg Hame | Email p|_-,,?n¢
John R s John [E
Smith | -smith@amc.com  234- Smith | j.smith@amc.com |305-

1211 5510

3.2 Creating an eMod
To create a new Mod:

a) Click the drop down box under New Modifications and select the appropriate contract
number and click the Select Contract button.

MY MODIFICATIONS :: ACME MANAGEMENT CONCEPTS INC

New Modifications
Select Contract Action

GE03F0001WY j | Select Contract

+trygaggaax?

Saved Modifications
Click on the D {o view the event log for an Offer
ID Mod Actions Contract Last Update Status Actions

1YChH1Cd Selected Mod Actions GS03F0001WY 2008-11-06 14:33:49 426 Complete Edit Mod Delete Mod |

Submitted Modifications
Click on the ID o view the event log for an Offer
D [Mod Actions Contract LLast Update Status ‘Assigned To Actions |

|Nuthing found to display.
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b) The new screen will list the 6 primary modification types and the sub types within.

|Select Modification Types

\Primary Types 'Sub Types

[¥] Add Labor Category
| Additions [+] Add Product(s)
| [¥] Add SIN

[ contract sdministrator/Paoint of ContactiPOC)
[l Authorized Megotiator
[1Email Address Change

Administrative [lFax change
] Manufactures, Dealers, Resellers, Agents
[CJTelephone Change
[lwebsite Address Change

[lDelete Labor Category
Deletions [ Delete Product(s)
[ Delete IM

DTempnrar}.-‘ Price Reduction

[l Economic Price Adjustments (EPA) with Commercial Price List (increase)
[l Economic Price Adjustments (EPA) without Commercial Price List (increase)
[1Permanent Price Reduction (Based on Most Favored Customer)
[CPermanent Price Reduction (Industry Fartner requested)

[lwage Determinations

Pricing

[l change in geocgraphic coverage (scope)
[CJPart(s) Murmber Change

ClProduct Descriptive Change

[ senice Descriptive Change

Technical

ETerms And [ American Recovery and Reinvestment ACt(ARRA)
ICU”ditiG”S []createManage Clause Exception(s)

[ Submit Online [ Cancel ]

c) Select the modification Sub Type(s) that apply in your case and click Submit Online. For
demonstration purpose all Sub Types within a Primary Type will be selected starting with the
Additions).

d) The Corporate Information page will be displayed next. Review all the information and click
Save and Continue. If something needs to be corrected click the Sign Out and Correct Errors
in CCR button.

Note: Changes made in CCR will take 24 hours to appear in the
eMod system but you may continue to work on your Mod.
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Company Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: GSOTFO0TIW
- Add Labor Category
CL] Additions Modification Type: Add Product(s)
Upload Documents Add SIN

CORPORATE INFORMATION

Is the information correct?
L Complete Incomplete 15 Information 1s taken directly from Central Confractor Registration . If any of this information 1s incorrect, it must be
Th Ti 1 taken directly fi Central Contractor Reqistrati CCR).If Tth fi tion i ct, it th
corrected through Central Contractor Registration (CCR). Any changes will be reflected in eOffer in approximately 24 hours.

[ Submit Request

DUNS Number: 123456789
Type of Organization: Mutually Defined
Common Parent DUNS Number: 605691807

Company Name: ACME MANAGEMENT CONCEPTS INC

Doing Business As (DBA):

‘Yeteran Owned Business
Senvice-Related Disabled Veteran Owned

Business Type: S Corporation
Service Location
Research Institution
Company Address
Sireet: 21400 RIDGETOP CIR STE 210
Street2:
City: STERLING
State: WA
Zip/Postal Code: 201666511
Country: UsA

Mailing Address

Company Name:

ACME MANAGEMENT CONCEPTS INC

Street:

21400 RIDGETOP CIRCLE SUITE 210

Street2:

City: DULLES
State: VA
Zip/Postal Code: 201666511
Country: USA

[ Sign Out and Comect Errors in CCR ] Save and Continue

e) Once you click Save and Continue a message saying “Information Saved” will be displayed.

Prepare your modification: P

Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: GS03F0001YY
N Add Labor Category
] Additions Type: Add Product(s)
Upload Documents Add SiM

[T submit Request

Al complete [T ] incomplete

INFORMATION SAVED

“ r The CORPORATE INFORMATION section is Completed.

Note: The menu on the left
allows you to go to any
section

Cantinue

o, go to any sectiol
the left ebod

f) Click the Continue button to move forward with Additions.
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3.3 Additions Modifications

There are 3 Addition sub-types (Add Labor Category, Add Product(s) and Add SIN) as depicted below:
a) Inthe “Actions” column click on the Respond link where the “Status” is incomplete.

Prepare your

Corporate Information

=] Additions

Upload Documents

[T submit Request

IRl complete [T | incomplete

(@ Name: Acme Management Concepts, Inc.
Contract Number: GSO3F0007YY

Add Labor Categaory
Maodification Type: Add Product(s)

Add SIN

Respondto Additions

Respond to all of the terms and conditions.
You must respond to all the  Additions  Modification Sub Types before you can save this section.

Additions

* Required

Template Name Status Actions
*Add Labor Category Incomplete Respond
" Add Product(s) Incomplete Respond
*Add SIN Incomplete Respond

b) On the next screen Description For Add Labor Category enter a detailed description in the
Modification Request box and click Save Description.

1] your

Corporate Information

[T Additions

Upload Documents

I submit Request

Il compiete [T ] incomplete

C Name: Acme Management Concepts, Inc.
Contract Number: GS03F00071'Y

Add Labor Category
Modification Type: Add Product(s)

Add SIN

Description For Add Labor Category

Contract Begin Date : 2009-11-03
‘Please enter 3 detailed description ofthe Modification Reguest.

PLEASE ENTER SOME TEXT TQ SUFPFORT ¥OUR MOD REQUEST ;I

Back To Additions | Save Descript

¢) Inthe “Status” column, this particular Addition will be shown as Completed and the “Actions”
will change from Respond to Edit, indicating that further changes can be made.

P your

Corperate Information

[ Additions

Upload Documents

[T submit Request

Complete 1] Incomplete

C Name: Acme Management Concepts, Inc.
Contract Number: GE0IF0001YY

Add Labor Category
Modification Type: Add Productis)

Add SIM

Respond to Additions
Respond to all of the terms and conditions.
‘You must respond to all the  Additions  Modification Sub Types before you can save this section.

Additions

' Required

Template Name Status m\
"~ Add Labor Category Completed Edit

* Add Product(s) Incormplete Respond

+ add SIM W Respont!
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The Add Products addition can be completed similarly by following steps (a) and (b).

Prepare your modification:
pars y Company Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: GS03F0001
- Add Labor Categary
[ Addirions WModification Type: Add Product(s)
Upload Documents Add SN

[ submit Request

IRl complete [0 ] incomplete

Description For Add Product(s)

Contract Begin Date : 2008-11-03
‘Please enter a detailed description of the Modification Request

FPLEASE ENTER ZI0OME TEXT TO SUPPORT YOUR MOD REQUEST ;I

Back To Additions | Save Descripti

A Special Iltem Number (SIN) is a number used on GSA contracts in order to identify the type of
product or service to be used.

d) To Add a SIN click on the Respond link in the “Actions” column as shown on the previous
screen.

e) Then select the SIN you want to add to your contract using the drop down. Click Add SIN

Details.
pare your c Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: GS0AF0001Y
i} Add Lahar Categary
[ Auditions WModification Type: Add Product(s)
Upload Documents Add SIN
[ submit Request ADD SIN(s)

Il compiete T incompiete YOV MUST adld at least one SIN. You can add mutiple SINS but one at a time.

Select SN Action

|219 13 _'l Add SIN Details |

4+ JarA
Your SIN(s) 44 aaaaaal

Name |Descript\0n |Acti0ns

Ma information entered in this sectian

Save Information
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h) On the next screen enter the Scope and answer the question relating to State and Local then
click Add This SIN. Please note that multiple SINs may be added prior to submitting the Mod.

Prepare your modification:

Corproate Information

¥ Additions

Upload Documents

[T submit Request

complete 1]

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07FO07IW
Add Labaor Category
| Modification Type: Add Product({s)
| Add SIN
ADD SIN (SPECIAL ITEM NUMBER) DETAILS
* Required

SIN Type: RADDA

SIN Title: Mot available

*Scope
|
What is the Scope far this SIN? | Worldwide el

State And Local
Do you want to offer this SIM for State and Local Senvices?

O ¥es ®No

Add This SIN

S

i) Add additional SINs or click Save Information.

P your

Corpoerate Information

Additions

Upload Documents

[T submit Request

Complete [T ] Incomplete

C Name: Acme Management Concepts, Inc.
Contract Number: GE0IF0001YY
Add Labor Category
Modification Type: Add Productis)
Add SIM
ADD SIN(s)

You must add at least one SIN. You can add multiple SINs but one at a time.

Select SN Action

|219 10 'l Add SIN Details |
Your SIN(s)

Name Description Actions
21813 Hand Held Camcorder (EFFECTIVE 411103} | Edit | Delete
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j)  Once all the Additions are complete the following screen will be displayed. Click Save And

Continue.
pare your C Name: Acme Management Concepts, Inc.
Gorporate Information Contract Number: GE0AF0001Y
. Add Labor Category
Additions Wodification Type: Add Product(s)
Upload Documents Add SIN

[ submit Request

IRl complete [0 ] incomplete

Respondto Additions

Respond to all of the terms and conditions
‘You must respond to all the  Additions  Modification Sub Types before you can save this section.

Additions
* Required
Template Name Status Actions
* Add Lahor Category Completed Edit
* Add Product(s) Completed Edit
= Add SIN Completed Edit | Delete

Save And Continue

k) On the Information Saved screen click Continue and the application will proceed to the next
Mod if any other Primary Types were selected. If not it will proceed to the Upload Documents
section. To Upload Documents and submit your eMod please see 3.9 Uploading Documents

& Submitting eMod

INFORMATION SAVED

Trie AIATIONS siclion 15 Complbeled

Cordinus

O, poba By E2clio
Ihe left edod
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3.4 Administrative Modifications

There are 7 Sub Types available within the Administrative modifications as shown in the following
screen shot.

'Select Modification Types |

Primary Types | Sub Types

[]Add Labor Category
Additions (] Add Product(s)

[ Add Sin

Contract Administrator/Point of ContactiPOC)
[¥] Authorized Negotiator

Email Address Change

Administrative Fax Change

Manufactures, Dealers, Resellers, Agents
[¥] Telephone Change

[“] Website Address Change

[ Delete Labor Category
Deletions (] Delete Product(s)
[ Delete SIN

DTemporaw Price Reduction

[ ] Economic Price Adjustments (EPA} with Commercial Price List (increase)
] Economic Price Adjustments (EPA) without Commercial Price List (increase)
(] Permanent Price Reduction {Based on Most Favored Customer)
[]Permanent Price Reduction (Industry Partner requested)

[CJvwage Determinations

Pricing

| Change in geographic coverage {scope)
[ Part(s) Mumber Change

I Product Descriptive Change

[ senvice Descriptive Chanae

Technical

Terms And [] American Recovery and Reinvestment Act(ARRA)
Conditions [l Create/Manage Clause Exception(s)

[ Submit Onlin [ Cancel l

a) Select the Sub Type(s) to be modified and click Submit Online. All the sub types are selected
in this example above.
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b) On the Corporate Information page click Save and Continue if everything is correct.

Pre dification:
R your mariioaren Company Name: Acme Management Concepts, Inc.
Corproate Information Contract Number: GS07F0079W
o e ‘Contract Administrator/Point of Contact(POC)
s Authorized Negotiator
Upload Documents ) Email Address Change
Modification Type: Fax Change
¥ submit Request Manufactures, Dealers, Resellers, Agents
Telephone Change
Complete [T ]1 lete Website Address Change

Respond to Administrative

Respond to all of the terms and conditions.
You must respond to all the Administrative Modification Sub Types before you can save this section.

Administrative

* Reanira

/ - Status Actions
! ator] Incomplete Respong\_
\_* '!Ilthorizeq_l\l_egotiator Completed Edit \
*Emafrs Incomplete Respo (
* Fax Change Incomplete Respon
* Manufactures, Dealers, Resellers, Agents Incomplete Respond
*Telephone Change Incomplete Respond
*Website Address Change Incomplete Respond

¢) On the Respond to Administrative page click on the Respond link (under “Actions”) against
the Sub Type that you wish to modify.

d) If the “Contract Administrator Point of Contact (POC)” is selected the following screen will
display with only the Point Of Contact field editable (all the others will be grayed out). Modify
the Point of Contact and click Save This Information button.

Prepare your modification: Iz

| Company Name: Acme Management Concepts, Inc.
Corproate Information Contract Number: GS0TFOOTaW
Confract Administrator/Point of Contact(POC)
Il Administrative Authorized Negotiator
Il Upioad Documents ) Email Address Change
| Modification Type: Fax Change
[CF] Submit Request Manufactures, Dealers, Resellers, Agents
Telephone Change
A complete [T tncomplete Website Address Change

Administrative

Ma ct Details \ Subcontracting Plan
X r - . - -

Point Of Contact | John Smith | Email ] j.smith@amc.com Plan: |B
wna (7038966238 URL Change: [ http:/;www.amc.com Type: [NIA

PO Fax Mo ]TU3-505-‘|111 Contract Date ]YYYY—MM—DD Expiration Date:

Your Negotiator(s) Details

VWho will negotiate your Modification?
You can add multiple negotiators. A minimum of one negatiator must have signature authority. Negotiators without signature autharity may
prepare an eMod but only negotiators with signature authority may submit the Mod and sign the Contract Medification

Name: Emaill Action:
John Smith Wutharized to sign Wiew
Andy Garcia Authorized to sign [Wiew
Julie Andrews Wutharized to sign iew

[ Back To Administrative ] Save This Information

Page 15 of 50




A
GSA eOffer/eMod User Guide
IIT - Creating & Submitting An eMod

e) On the main page of the Administrative, changes you will notice that the “Status” will show
as Completed and the “Action” will change to Edit.

Respond to Administrative

Respond to all of the terms and conditions.
You must respond to all the Administrative Modification Sub Types before you can save this section.

Administrative

* Required
_ e ——
Template Name Status Actions \ |
* Contract Administrator/Point of Contact{(POC) ‘ Completed Edit
* Authorized Megotiator Completed Edit
* Email Address Change Inco =
* Fax Change Incomplete

* Manufactures, Dealers, Resellers, Agents Incomplete
*Telephone Change
*Website Address Change

Respon
Incomplete Respond
Incomplete Respond

f) Next go to the Authorized Negotiator to make the desired changes. Click on Edit in the
“Actions” column.

Administrative

Basic Contract Details Subcontracting Plan

Paint Of Contact: | John Smith Email: | j.smith@ame.com™ Plan: |B
Telephaone: ]7[}}89'6-5235 URL Change: 1 http://iwww.amc.com Type: |N/A
PO Fax Mo: 1703—605—1'112 Contract Date: iYYYY—MM—DD Expiration Date: ]

#~ Your Negotiator(s) Details

Who will negotiate your Modification?

You can add multiple negotiators. A minimum of one negetiator must have signature authority. Megotiators without signature autharity may
prepare an eMod but only negotiators with signature authority may submit the Maod and sign the Contract Modification.

Name: Email: Action:

Shy_John Smith Authorized to sign Edit | Delete
Chi Andy Garcia Autharized to sign Edit | Delete
ot Julie Andrews Authorized to sign Edit | Delete

’ Add Mew Negotiator

g) Under Negotiator(s) Details section you have the ability to delete an existing Negotiator or
edit their information. To add a new negotiator click Add New Negotiator.
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Add Negotiator(s)
You can add multiple negotiators.
Megotiatars name and email should be exactly the same as in the digital cerificate of that user.

If International (free form text): | |

*Required

*Name: \Debbie Delano |

*Title: |I"u"lanager Contracts |

*Phone: |

IT US (X000 |703 605 2545 | |
|

*Email: !ddelanu@gmail_cnm

Fax: i

If US (OO00-000), |
If International (free form text):

Role: | Megatiator - Authorized to sign V| ?
’

a
1

[ Back To Administrative ] [ Add This Megotiator I

h) Fill in the required information, select the role and click Add This Negotiator. Once you are
done with Negotiators click the Back To Administrative button to go back to the Respond to
Administrative screen.

i) Repeat steps (c) and (d) to do Email Address, Fax, Telephone and Website Address
modifications.

Note: The Administrative change relating to Manufacturers, Dealers,
Resellers and Agents is currently not available in the application.

j)  All the completed Administrative changes will show up as follows. Click Save And Continue.

Respondto Administrative

Respond to all ofthe terms and conditions.
You must respond ta all the Administrative  Modification Sub Types before you can save this section.

Administrative

* Required

Termplate Mame Status Actions
* Contract AdministratorP oint of Contact(POC) Completed Edit

* Authorized Megotiator Completed Edit

* Email Address Change Completed Edit

* Fax Change Completed Edit

* Manufactures, Dealers, Resellers, Agents Completed Edit

* Telephone Change Completed Edit
*\Website Address Change Completed Edit

Sawe And %tinue |
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k) A message indicating information has been saved will appear. click Continue to proceed to
the next step.

INFORMATION SAVED

The ADMINISTRATIVE section is Completed.

O, go to any section
the left eMod menu.

I)  The Upload Documents screen will appear. For instructions to upload documents and submit
your eMod please see 3.9 Uploading Documents & Submitting eMod

m) Once the Administrative Mod is submitted the status will be shown on the My Modifications
page under Submitted Modifications. It will also show the Contracting Officer assigned.

Submitted Modifications
Click on the 1D to view the eventlog for an Offer

D Mod Actions  [Contract |Last Update Status Assigned To  |Actions
2'."\"|'-.-1E|'-.-12VEEESeIeded f-.-10d.-¢.di0ns-GSU?FUU?Q"."‘.";QMO—03—30 14:20:00.196 \Withdrawn Ricky Lake View Mod

|BLMXHYT7 |Selected Mod Actions |GS07FO079W|2010-04-01 13:58:11.983 |Actions Pending| Jay Beam [ Edit Mod ] [ Withdraw Mod ]

XPTOKLOYV |Selected Mod Actions |GSO7FO079W|2010-04-01 16:01:08.47 |In Progress | Jackie Jone [ Edit Mod ] ’ Withdraw Mod ]

Note: Administrative modifications fall under the category known as “Rapid Action
Modifications”. This means that a contractor can submit an Administrative Modification
Request and the Contracting Officer can approve it without having to go through the
Signature Process.

n) Once the Mod is approved by the Contracting Officer the status will be changed to Approved
as shown below.

Submitted Modifications
Click on the 1D to view the eventlog for an Offer

D Mod Actions  [Contract |Last Update Status Assigned To  |Actions
;'."."I'-.-1EI'-.-12V5EI ESeIE!I:TE!EI Mod Actions |GSO0TFO079W[2010-03-30 14:20:00.196 \Withdrawn Ricky Lake View Mod
|BLIIXHYTT |Selected Mod Actions [GS07FO07AW|2010-04-01 13:58:11.983 |Actinns Pending| Jay Beam [ Edit Mod | [ Withdraw Mod

KPTOKLOV ;Selecteclr-ﬂoclL.l:tionsEGSU?FUD?Q‘.".’=2U1D-D4—U115:01:086 Appraved )| Jackie Jone
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0) In addition the Contractor will receive a notification via email with a copy of the SF-30
attached.

fss online@gsa.gov
GSA 045052010 02:11 P

To | J.Andrews@amc.com
cc |

Subject |Nullflcatlun for Rak Contract Mod AwWARDED: <Contract #GS07F0078W>

This is to notify you that the Rapid Action Modification (RAM) Contract Modification eModId XPTOKLSV, Contract: G307F007SW  has keen
amarded to the contract. Attached you will find a copy of the SF-30.

This is an auto gensrated email. Please do not reply to this email address.
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3.5 Deletion Modifications
In the Deletion Modifications there are 3 Sub Types as shown in the screen shot below.

‘Select Modification Types

Primary Types | Sub Types

[l Add Labor Category
Additions [14dd Product(s}

[l Add SIN

[l Contract AdministratorP oint of ContactiPOC)
(] Authorized Megotiator

[l Email Address Change

Administrative [lFaxChange

[IManufactures, Dealers, Resellers, Agents
[l Telephone Change

[]wWebsite Address Change

/, [¥] Delete Labar Category

\
Deletions [¥] Delete Product(s)

\\ [“] Delete SIN /

DTempnrar],r Price Reduction

[ 1Economic Price Adjustments (EPA) with Commercial Price List (increase)

[1Economic Price Adjustments (EFPA} without Commercial Price List (increase)

[lPermanent Price Reduction (Based on Most Favored Custamer)

[CPermanent Price Reduction (Industry Partner requested)
DWage Determinations

Fricing

Ol Change in geographic coverage (scope)
DPart[s}NumberChange

ClProduct Descriptive Change

[ senvice Descriptive Change

Technical

Terms And (] American Recovery and Reinvestment Act{ARRA)
Conditions [l Create/Manage Clause Exception(s)

l Submit Online [ Cancel

a) Select the Deletion(s) you need and click the Submit Online button.

Page 20 of 50



GSA

eOffer/eMod User Guide

IIT - Creating & Submitting An eMod

b) The Corporate Information page will show up. Click Save and Continue if no changes are to

be made.

Prepare your modification:

Corporate information

] Detetions

Upload Documents

EE Submit Request

Complete EE Incomplete

Company Hame:
Contract Humber: GSOTFODTIW
Delete Labor Categony
Modification Type: Delste Product]s)
Delete SIN

Acme Management Concepts, Inc.

CORPORATEINFORMATION

Is the information correct?

This information is taken directly from Centrsl Contractor Registration {CCR). If any of this information is incomect, itmust be
comected through Central Contractor Registration {CCR). Any changes will bereflected in eOffer in approximately 24 hours,

DUNS Mumber. 123456789
Type of Organization: Mutually Defined
Common Parent DUNS Number. 05691807
Company MName: ACME MANAGEMENT CONCEPTS INC
Doing Business As (DBA)
Veteran Cwned Business
Service-Relsted Disabled Vetsran Owned
Business Type: S Gorporation
Service Location
Research Institution
Company Address
Street1: 21400 RIDGETOP CIR STE210
Street2:
City: STERLING
State: VA
Zip/Postal Code: 2016868511
Country; UsA

Mailing Address

Company Name: ACME MANAGEMENT CONCEPTS INC

Street1: 21400 RIDGETOP CIRCLE SUWITE210

Street2:

City: DULLES

State: WA

Zip/Postal Code: 201686511

Country: usa

[ Sign Out and Correct Errors in CCR [ Save and Centinue R ]

c) On the Information Saved screen (not shown) click Continue.
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d) To delete a labor category click on the Respond link under the “Actions” on the Delete Labor
Category line.

Respondto Deletions

Respond to all ofthe terms and conditions,
You must respand to all the Deletions Modification Sub Types before you can save this section.

Deletions
" Required

Template Mame Status Actions
* Delete Lahor Category Incomplete Respon
* Delete Productis) Incomplete Respo
* Delete SIM Incomplete Respon

e) In the text box that appears, enter a detailed description of the modification request and
click Save Description.

Description For Delete Labor Category

Contract Begin Date : 2008-11-03
'Please enter a detailed description ofthe Modification Request.

Back To Deletions |

f) To delete the Product(s) repeat steps (d) and (e) described above.

g) To delete the SIN, click on the Respond link next to it under the “Actions” column. The
following screen will appear. Enter the “Termination Date” and check the Action checkbox.

click the Save Information button.

DELETE SIN(s)
You must delete at least one SIN.

SN Title Contral Mumber  Index MO Termination Date Action
Television Cameras, Calar or d 4 4 g a

583 Monachrome, Including Spare and | 200930710754 |Decemher j |28 j |QDDB ﬂ <4 v
Repair Parts & Accessories a A
Television for Hospital, Hotel, Motel = ﬂ\

2194 (EFFECTIVE 411103) 200930710755 [iliG] _\I I'WR_ ” Jf‘f-}_ r

a
Jagaggaaaaaaad

Save Informatio
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h) The summary of Deletions completed will be shown. Click Save And Continue.

Respondto Deletions

Respond to all of the terms and conditions.
You must respond to all the Deletions Modification Sub Types hefore you can save this section.

Deletions
' Required
Template Mame Status Actions
* Delete Labor Category Completed Edit
* Delete Praduct(s) Completed Edit
* Delete SIM Completed Edit | Delete

Sawve And Continue |
N

i) The Information Saved message will be seen (not shown here). click Continue. %

j)  This will bring up the Upload Documents page. For instructions to upload documents and
submit your eMod please see 3.9 Uploading Documents & Submitting eMod

Note: Deletion modifications fall under the category known as
‘Rapid Action Modifications’. This means that a contractor
can submit a Deletion modification request and the
Contracting Officer can approve it without having to go
through the signature process.
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3.6 Pricing Modifications
In the Pricing Modifications there are 6 Sub Types as shown in the screen shot below.

| Select Modification Types |

Additions

\Primary Types

Sub Types |

[1Add Labor Category
[ Add Product(s)
[l add s

| Administrative

[ contract Administrator/P oint of ContactiPOC)
[ Authorized Megotiator

[ Email Address Change

[CJFax change

[IManufactures, Dealers, Resellers, Agents
[ITelephone Change

[Jwebsite Address Change

Deletions

i
\¥

Pricing

Technical

Terms And
Conditions

o 2 .
DTempurary Price Reduction

T ——— —

[serice Descriptive Change

[Delete Labor Category
[ Delete Product(s)
[Delete S

[[JEconomic Price Adjustments (EPA) with Commercial Price List (increase)
[ Economic Price Adjustments (EPA) without Commercial Price List (increase)
[CJPermanent Price Reduction (Based on Most Favored Customer)
[CPermanent Price Reduction (Industry Partner requested)

[Jwage Determinations

[l Change in geoorapmC COvETS0e TSCopE]
[ClPart(s) Mumber Change
[ Product Descriptive Change

[]&merican Recovery and Reinvestment Act{ARRA)
| Create/Manage Clause Exception(s)

[ Submit Online ] [ Cancel

The following rules apply to the pricing modifications;

e Both Temporary

and Permanent Price Reduction cannot be selected at the same time.

e |If Permanent Price Reduction is selected the vendor must select either (A) Permanent price
reduction (based on most favored customer) or (B) Permanent Price Reduction (industry
partner requested).

e Similarly both Economic Price Adjustments cannot be selected at the same time. The vendor
must select either (A) Economic Price Adjustments (EPA) with commercial price list (increase)

or (B) Economic

Price Adjustments (EPA) without commercial price list (increase).
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If any of the afore-mentioned rules are violated the following error message will be displayed.

a)

You must select only ONE of these following

Error:

+ Permanent Price Reduction (Based on Most Favored Customer)

s Permanent Price Reduction (Industry Partner requested)
+ Temporary Price Reduction

You must select only OME of these following

Error;

# Economic Price Adjustments (EPA) with Commercial Price List {increase)

« Economic Price Adjustments (EPA) without Commercial Price List (increase)

Select the Sub Type(s) needed by checking the box and click Submit Online. The following (v )
have been chosen for demonstration purposes.

| Pricing

Technical

DTemporary Price Reduction

Economic Price Adjustments (EPA) with Commercial Price List (increase)
[C1Economic Price Adjustments (EPA) without Commercial Price List (increase)
Fermanent Price Reducticn (Based an Most Favored Customer)

[ Permanent Price Reduction (Industry Fartner requested)

[¥]Wage Determinations

[F1 Change in geographic coverage (scope)
[l Part{s) Number Change

[IProduct Descriptive Change

[I=ervice Descriptive Change

| Terms And Conditions
[

[J american Recovery and Reinvestment Act{ARRA)
[E Create/Manage Clause Exception(s)

Submit Onlige Cancel

The Corporate Information screen will appear (not shown). If all the information is correct click
Save and Continue. Click Continue on the Information Saved screen (not shown).
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On the Respond to Pricing page click the Respond links under the “Actions” column to respond
to all the Pricing Modifications Sub Types.

Respond to Pricing
Respond to all ofthe terms and conditions.
You must respond to all the Pricing Modification Sub Types before you can save this section.

Pricing
* Required
Template Name Status Actions
_Eu:o_nomlc: Frice Adjustments (EPA) with Commercial Price Incomplete Respon
List (increase)
" - -
Permanent Price Reduction (Based on Most Favared Incomplete Respon
Customer)
*Wage Determinations Incomplete Respond

Once you click on the Respond link the Description for

... screen will be displayed. Complete
the details and click Save Description.

Description For Economic Price Adjustments (EPA) with Commercial Price List (increase)

Contract Begin Date : 2010-03-25

Ciate of Last

EPA | April v|01 %2010 ¥|
Completed:

Percentage: |2

*Please enter a detailed description of the Modification Request.

Thi= 13 8 -test.

[ Back To Pricing

[ Save Description
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e) The application will return back to the Respond to Pricing page. You will notice the “Status” of

EPA with Commercial Price List (increase) as Completed with an option to Edit.

Respond to Pricing
Respond to all of the terms and conditions.
You must respond to all the Pricing Modification Sub Types before you can save this section.

Pricing
* Required — \
Template Name /Status Actions
N " . " N N —\

_Ec:o_nomn: Price Adjustments (EPA) with Commercial Prm\'Completed Edit
List (increase) N

Permanent Price Reduction (Based on Most Favored Incomplete Respond
Customer)
*Wage Determinations Incomplete Respond

Respond to the “Permanent Price Reduction (based on Most Favored Customer)” by following
steps (c) and (d).

Continue to the Description For Wage Determinations and enter the description in the text box
and click Save Description.

Description For Wage Determinations

Contract Beqin Date : 2010-03-25

*Please enter a detailed description of the Maodification Request.

Thi=s is a test:

[ Back To Pricing
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h) Once all the Pricing Modifications are complete the status on each will show as Completed as
shown below. Click Save And Continue.

Respond to Pricing
Respond to all ofthe terms and conditions.
You must respond to all the Pricing Maodification Sub Types befare you can save this section.

Pricing

* Required

Template Name - . \Status |Actions |

3 5 g N 7 E r : 1
lEc:o_nomm Price Adjustments (EFPA) with Commercial T fice \completed | Edit

List {increase) | )

<P Price F i lost Fa \ [ |
Fermanent Frice Reduction (Based on Most Favored \completed | Edit

Customner) ‘ [ |

" Wage Determinations Completed | Edit |

\/

[ Save And Continue

i) Click on Continue on the Information Saved screen indicating that the Pricing section is
completed.

INFORMATION SAVED

The PRICING section is Completed.

Or, goto any section b ng
the left eMod menu.

j)  The Upload Documents screen will be displayed. For instructions to upload documents and
submit the eMod, please see 3.9 Uploading Documents & Submitting eMod.
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et
/ Change in geographic coverage [scﬂp\
Technical

Fart(s) Mumber Change

Product Descriptive Change
\\ Semnvice Descriptive Change

Terms And
Conditions

] americ Estment ACtARRA)

. Create/Manage Clause Exceptionis)

| Submit Online | |

Cancel ]

a) Select the needed modification sub-type and click Submit Online. All 4 are selected here for
demonstration purposes.

b) Next the Corporate Information page will show up (not shown here). click Save and Continue
if the information is correct. Click Continue on the Information Saved screen (not shown

here).

c) Onthe Respond to Technical screen click on the Respond link(s) under the “Actions” column.

Respond to Technical

Respond to all of the terms and conditions.
You must respond to all the Technical Modification Sub Types before you can save this section.

Technical

* Required

Template Name Status Actions

* Change in geographic coverage (scope) Incomplete Respond

* Part(s) Mumber Change Incomplete Respon \
* Product Descriptive Change Incomplete Respon

* Bemnvice Descriptive Change Incomplete Respond

Page 29 of 50



GSA

eOffer/eMod User Guide
IIT - Creating & Submitting An eMod

d) On the next screen, enter the description of the Modification Request and click Save
Description.

Description For Change in geographic coverage (scope)

Contract Begin Date : 2010-03-25

*Please enter a detailed description of the Modification Request.

Thi=s i= a test.

[ Back To Technical ]

Save Descriptio

e) The application will return to the Respond to Technical screen and the status of the respond
will change to Completed. In addition the option to Edit will be displayed.

Respond to Technical
Respond to all of the terms and conditions.
You must respond to all the Technical Modification Sub Types kefore you can save this section.

Technical

* Required / \
Template Mame /  |status Actions

* Change in geographic coverage (scope) ( Completed Edit

* Part(s) Mumber Change Incomplete Respond

* Product Descriptive Change \ncomplete Respond

* Semnvice Descriptive Change m

f) Complete other Responses by repeating steps (c¢) and (d). Once the Technical modifications

have been completed click Save And Continue.

Respond to Technical
Respond to all of the terms and conditions.
You must respond to all the Technical Modification Sub Types before you can save this section.

Technical
* Required
Template Name Status Actions
* Change in geographic coverage (scope) Completed Edit
* Part(s) Mumber Change Completed Edit
* Product Descriptive Change Completed Edit
* Senvice Descriptive Change Completed Edit
[ Save Continue
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g) An Information Saved message will be displayed (not shown here) indicating that the
Technical section is Completed. Click Continue.

h) The Upload Documents screen will be displayed. For instructions to upload documents and
submit the eMod please see 3.9 Uploading Documents & Submitting eMod.

3.8 Terms and Conditions Modifications
There are 2 Sub Types available within the Terms & Conditions Modification Types.

fTerms And [¥] Arnerican Recovery and Reinvestrment Act(ARRA)
| Conditions Create/Manage Clause Exception(s)

[ Submit Online [ Cancel J

a) Check the needed Sub Type(s) and click Submit Online. Both are selected Tor demonstration
purposes.

b) Click Save and Continue on the Corporate Information page (not shown here) if all the
information is correct. Click Continue on the Information Saved message (not shown here).

¢) The Respond to Terms And Conditions page is displayed. You can respond by clicking on the
Respond link under the “Actions” column.

Respond to Terms And Conditions

Respond to all of the terms and conditions.
You must respond to all the Terms And Conditions Modification Sub Types before you can save this section.

Terms And Conditions

* Required
Template Name Status Actions
* American Recovery and Reinvestment Act{ARRA) Incomplete

Respond
* Create/iManage Clause Exception(s) Incomplete Respond

d) If you click on the Respond link corresponding to ARRA the following screen will be displayed.
Respond to American Recovery And Reinvestment Act 2009

Do you accept all the clauses as mentioned in the '‘American Recovery and Reinvestment Act as of 2008° (ARRA)?
B T R R I I |

BT Ty

@ ves O Na 4y

|
JJ\'J
4

[ Back To TermsandConditions ] [ Save This Information

e) Select your response Yes or No and click Save This Information.
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f) The application will revert back to the Respond to Terms And Conditions page as shown
below with the status of ARRA Sub Type showing as Completed along with the Edit option.

Respond to Terms And Conditions

Respond to all of the terms and conditions.
You must respond to all the Terms And Conditions Modification Sub Types before you can save this section.

Terms And Conditions

* Required / \

Template Name /7~ status Actions "\ |
* American Recovery and Reinvestment AClARRA) ( |Completed Edit )
* Create/Manage Clause Exception(s) \ |Incomp|ete Respond /

[ Save And Continue ]

g) Click the Respond link corresponding to “Create/Manage Clause Exception(s)”. On the next
screen you have the ability to drop an existing approved exception or take a new contract
clause exception(s) from the available list.

Approved List of contract clauses for which exceptions are taken

|Clause Number| Title | Action
[ 62 202-1 DEFINITIONS (JUL 2004} Drop
52.203-3 CRATUITIES (APR 1984) Drop
52 204-4 FRINTED OR COPIED DOUBLE-SIDED OM RECYCLED PAPER (JULY 2008) Drop
[ Back to Terms and Conditions ]
Available list of contract clauses for taking exception(s) [ Select Regulation{s) ]
Select Clause Number Title Action
[l 52.203-13 CONTRACTOR CODE OF BUSINESS ETHICS AND COMDUCT (DEC 2008)
O — WHISTLEBLOWER PROTECTIONS UNDER THE AMERICAN RECOVERY
e ANMD REINVESTMENT ACT OF 2009 (MAR 2009)
il 52.203-2 GRATUITIES (PR 1984) Tailored IV 04/01/1984
O — RESTRICTIONS ON SUBCONTRACTOR SALES TO THE GOVERMNMENT (JUL
e 1995) (ALTERMATE | — OCT 1995)
[ — 52.203-6 RESTRICTIONS ON SUBCONTRACTOR SALES TO THE
mee—— COVERMMENT (JUL 1295} (ALTERMATE | — OCT 1285) DEVIATED
] B AMERICAN RECOVERY AND REINVESTMENT ACT-REFORTING
g ) Rt ”
O & 522091 QUALIFICATION REQUIREMENTS (MAR 1996) )
——— COATECTING TUE ST e e PR T WHEN SUBCONTRACTING
O 52.209-6 WITH CONTRACTORS DEBARRED, SUSPENDED, OR PROPOSED FOR
DEBARMEMT (SEP 2008)
] _ _ CONTRACT TERMS AND COMDITIONS—COMMERCIAL ITEMS (MAR 2009)
S (DEVIATION || — MAR 2007}
CONTRACT TERMS AND COMDITIONS REQUIRED TO IMFLEMENT
IF 522125 STATUTES OR EXECUTIVE ORDERS - COMMERCIAL ITEMS (FEB 2010)
(ALTERMATE Il - DEC 2009)

Page 32 of 50



A
GSA eOffer/eMod User Guide
IIT - Creating & Submitting An eMod

h) To drop an existing approved exception click on the Drop link corresponding to that particular
clause in the “Action” column. On the next screen enter your explanation in the “Exception
Text” text box and click Drop Exception.

Note: that the Approved Exception Text is non-editable.

Exception Text to the regulation 52.202-1 ( Original )

Approved Exception Text: \ PCO Approval Commen

This is a test These are fine.

If approved, the information provided in this screen will appear on eLibrary for buyer{s) to view
Exception Text:

We are dropping this exception

[ Back to List ] [ Drop Exceptio
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cancel the previous action, click on the Cancel Drop link in the “Action” column as shown

below.

Approved List of contract clauses for which exceptions are taken
* Regulation Marked For Removal

Clause Number

Title

Action

" 52.202-1

DEFINITIONS {JUL 2004)

Cancel Dropw

52.203-3

GRATUITIES (AFR 1934}

52.204-4

PRINTED OR COPIED DOUBLE-SIDED ON RECYCLED PAPER (JULY 2008}

Drop
Drop

[ Back to Terms and Conditions ]
Available list of contract clauses for taking exception(s) Select Regulation(s)
= =
SelectClause Number THg ,  14d I CActi\N\Y
[0 | 5220313  |CONTRACTOR CODE _EL_\:l.vEssYETchs AND CONDUCT (DEC 2008) |
= | =sbgaae [WHISE *jL.,\M.»ER PROTECTIONS UNDER THE AMERICAN RECOVERY |
—L I HEINVESTMENT ACT OF 2009 (MAR 2009)
O e B9 ~ [GRATUITIES (APR 1984) Tailored IV 04/01/1984
3 .
3 £5 5096 RESTRICTIONS ON SUBCONTRACTOR SALES TO THE GOVERNMENT (JUL
== 1095) (ALTERNATE | — OCT 1985)
] 52.903.6 5§2.203-6 RESTRICTIONS ON SUBCONTRACTOR SALES TO THE
= GOVERMNMENT (JUL 1985) (ALTERMATE | — OCT 1995) DEVIATED
. 200411  |AMERICAN RECOVERY AND REINVESTMENT ACT-REPORTING
=== |REQUIREMENTS (MAR 2009)
E 52.209-1 QUALIFICATION REQUIREMENTS (MAR 1996)
PROTECTING THE GOVERMMENT'S INTEREST WHEN SUBCONTRACTING
O 52.209-5 WITH CONTRACTORS DEBARRED, SUSPENDED, OR PROPOSED FOR
DEBARMENT (SEF 2006)
] 69949-4 COMTRACT TERMS AND CONDITIONS—COMMERCIAL ITEMS (MAR 2009)
Ferreow (DEVIATION Il — MAR 2007)

j) Inaddition you have the ability to take a new contract clause exception(s) by selecting a

clause number and clicking the Select Regulation(s) button.
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k) On the next screen some Instructions and two text boxes are displayed.

Exception Text to the regulation 52.207.5 { Original )

Instructions:

Review the clause language for any points you may wish to take exception to.
Highlight and Copy (Cirl + C) text which you wish to take exception fo.
Paste (Ctrl + ) the text you want to change into the "Excerpt From Clause” box

@ Youmay also use the "Exception Text” box to ADD text, without copying a sentence
4. Press"Ready To Edif'. You can now make your changes in the "Exception Text® box
5. When you are finished making edits, press "Save Exception Tex™

o

' ~ta this will be most effective Ifyou copy a full sentence or paragraph so as to e

Excerpt From Clause:

Ready to Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Texi:

[ Backtolist | |  Save ExceptionText | | Continue To Next |

I) First click on the regulation link and open (or save) the pdf document.

Exception Text to the regulation 52.203.6 ( Alternate 1)

File Download |§|
Do vou want to open or zave this file?

F Marne:  pdfdoc. pdf
e Type: Adobe Acrobat Document, 1.90KE

From: sws-test.Fss.gsa.gov

[ Open J I_ Save J [ Cancel

“while files from the Internet can be useful, some files can potentially
harm your computer. |F pou do nat trust the source, do hot open ar
zave this file. What's the risk? :
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52.203-6 RESTRICTIONS ON SUBCONTRACTOR SATLES TO THE
GOVERNMENT (JUL 1995) (ALTERNATE I—OCT 1995) 3.503-2

(a) Except as provided in (b) below. the Contractor shall not enter into any agreement with an actual or
prospective subcontractor. nor otherwise act in any manner, which has or may have the effect of
restricting sales by such subcontractors directly to the Government of any item or process (including
computer software) made or furnished by the subcontractor under this contract or under any follow-on
production contract.

(b) The prohibition in paragraph (a) of this clause does not preclude the Contractor from asserting rights
that are otherwise authorized by law or regulation. For acquisitions of commercial items. the
prohibition in paragraph (a) applies only to the extent that any agreement restricting sales by
subcontractors results in the Federal Government being treated differently from any other prospective
purchaser for the sale of the commercial item(s).

(c) The Confractor agrees to incorporate the substance of this clause. including this paragraph (c). in all
anheontracts under thiscantoact which exe=ad 81000 000

m) Review the clause language for any points you may wish to take exception to, highlight and
copy that part and paste it in the “Excerpt From Clause” box below.

Excerpt From Clause:
(a) Except as provided in (b) below, the Contractor shall not enter into any
agreement with an actual or

|prospective subcontractor, nor otherwise act in any manner, which has or may
have the effect of

restricting sales by such subcontractors directly to the Government of any

Ready To Edit | <

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

Note: This box is where you will perform your edits after you press Ready To Edit.

Back to List ] [ Save Exception Text ] [ Continue To Next
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n) When you click Ready to Edit. The following message will be displayed. Click OK.

Windows Internet, Explorar

\.‘:) This will update any exceptions already Taken or enterad

OF; Cancel

0) The same text will get copied over in the second text box (titled “Exception Text”)

Excerpt From Clause:

(a2} Except as provided in (b) below,
agreement with an actual or
prospective subcontractor,
have the effect of

the Contractor shall not enter into any

nor otherwise act in any manner, which has or may

restricting sales by such subcontractors directly to the Government of any

Change and Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

(2} Except as provided in (b) below,
agreement with an actual or
prospective subcontractor,
have the effect of

the Contractor shall not enter into any

nor otherwise act in any manner, which has or may

restricting sales by such subcontractors directly to the Government of any

[ Back to List ] [ Save Exception Text [ Continue To MNext J

Make your changes in the “Exception Text” text box. Once complete click Save Exception Text

button. To start on the next exception if you have more than one “clause” click Continue To
Next button. Once done, click Save And Continue (not shown here).
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q) The Information Saved message will appear, click Continue.

INFORMATION SAVED

The TERMSANDCONDITIONS section is Completed.

Continue

Or, go to any section*oYusing

the left eMod menu.

r) The Upload Documents page will be displayed. For instructions on uploading documents and
submitting the eMod please see the next section.

3.9 Uploading Documents & Submitting eMod
The Upload Documents screen allows the Vendor to attach necessary documents to their
modification request.

a) Click the Upload link under “Actions” column.

Proptre your suodication: | Company Name: Acme Management Concepts, Inc.
Corporate Information | Contract Number: G307F0079W
. Add Labor Category
Additions | Modification Type: Add Product(s)
Add SIN

Upload Documents 1
P UPLOAD DOCUMENTS
Attach supporting documents to this eMod

Al complete [T ] incomplete  Upload all documents associated with your eMod.
Flease do not upload the Microsoft Excel files with mare than one print area.

Only files of size less than or equal to 8 MB can be uploaded.

Documents
[Type ‘Name IStatus | Actions
| vendor Defined | | Mot Uploaded | |
S
= 1293
Note: All eMod

document types are
vendor defined
documents.

Page 38 of 50



GSA

eOffer/eMod User Guide

IIT - Creating & Submitting An eMod

On the next screen click the Browse button and locate the document on your computer that
you wish to upload. Put a document title in the text box and click the Upload This Document

button.

Prepare your modification:

Corporate information

Additions

Upload Documents

[ submit Request

Il complete [T ] tncomplete

Company Name: Acme Management Concepts, Inc.
Contract Number: GSOTFOOTIW

Add Labor Category
| Modification Type: Add Productis)

Add SIN

UPLOAD DOCUMENTS

Attach supporting documents to this eMod
Upload all documents associated with your eMod.

eMod system accepts only the following file types.
(doc, xls, pdf, te, rif, htrnl, htm, xml, csv, ppt, jpg, ipea, gif, tif, tiff, bmp)

Please do not upload the Microsoft Excel files with more than one print area.

Please do not upload documents with macros or embedded objects.

Please do not upload Microsoft Excel files which contain multiple worksheets.
These files are not being converted correctly. eMod is resolving the process problem

which will enable multiple worksheets soon!

Only files of size less than or equal to 8 MB can be uploaded.

Documents
* Required

|+ What is the document type? | vendor Defined

iEC:\Documents and Setting[_Browse...

J

i"Fin.‘.‘.t document on your computer:

|"Wnat is the document name? |iTest |

SR

[ Upload This Document! 1 )

After the completion of the upload, the status will be shown as “Uploaded”.

Prepare your modification:

Corporate Information

Additions

Upload Documents

IIl Submit Request

c:»mplute lIl Incomplete

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07F007IW
Add Labar Category
Modification Type: Add Product(s)
Add SIN
UPLOAD DOCUMENTS

Attach supporting documents to this eMod

Upload all documents associated with your eMod.

Flease do not upload the Microsoft Excel files with more than one print area.
Only files of size less than or equal to 8 MB can be uploaded.

Documents

Type Name / Status Actions \
Vendar Defined Test ( |I_I|JI-:|adecI Delete

Vendar Defined wotumoaded Upload

Save and Continue
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d) To upload another document repeat steps (a) and (b). Once all the documents have been
uploaded click Save and Continue. Then click Continue on the Information Saved message.

INFORMATION SAVED

The ATTACHMENT INFORMATION section is Completed.

Continue

Or, go to any section”d
the left elod menu.

sing

e) The next screen asks you to submit the eMod.

Prepare your modification:

[company Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: GE07FO079W
i Add Labor Category
Addiviohs Modification Type: Add Product(s)
Upload Documents Add SIN
[ submit Request

Complete lIl Incomplele CDNFIRMATIDN

Are you ready to submit this eMod?

=

Or, goto any section by using the left eMod menu.

f)  Once ready to submit the eMod, click Yes. This will take you to the Final Review of eMOD
screen.

FINAL REVIEW OF eMOD

Itis recommended that the following documents be reviewed before submitting this eMod.
Or goto any section by using the left eMod menu.

Type Name Actions
Mod Response Mod Response Review
YVendor Defined Test File Review
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FINAL REVIEW OF eMOD

Itis recommended that the following documents be reviewed before submitting this eMod.
Or, go to any section by using the left eMod menu.

|Type i Name !A{:lions |
IMod Response !Mod Response |Review |
iVendorDeﬁned iTest File !Review |
Disclaimer

*Required

In submitting a modification request, the Contractor shall abide by the Modifications Clause GSAM 552 243-72 in the Contract.
Should the modification request involve price reductions, the Contractor shall abide by the Price Reductions Clause GS5AM
552.238-75 in the Contract. Finally, if the modification request is for an economic price adjustment, the Contractor shall abide by
the Economic Price Adjustment-FS3 Multiple Award Schedules Contracts Clause G3AM 552 216-70 (Alternate |y andior I-FS3-
969 Economic Price Adjustment-F55 Multiple Award Schedule in the Contract.

NOTE: E-Mods is not to be used for Novations or Change-of-Name Agreements or Options or Contract Cancellations.

g) Respond “Yes” to the Disclaimer and click Continue. You will see a notification stating that
the eMod was successfully submitted. To initiate a new modification select a contract and
click on the Select Contract button. You may also edit the Modification by clicking the link on
the left hand menu or you may sign out by clicking the sign out link on the top right hand side
of the page.

Frepare your morification: Company Name: Acme Management Concepts, Inc.
Edit Modification Type Contract Number: GSOTFOOTIW
o : Add Labor Category
Corporate Information ion T Add Product(s)
Add SIN

Additions

A upload Documents / \
Your eMod was successfully submitted. You will be notified by email when the eMad is ready for your

Submit Request

review and/or eSignature. /
Complete lIl |n¢0mpl¢[g\

_New Modifications

[Select Contract and Modification Type |Action 1
[asorraorsw 5 Codsicmoa ]
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h) If you go back to the MY MODIFICATIONS page you will see your eMod in the Submitted
Modifications section. The option to withdraw or edit the Mod is also available. In the
“Assigned To” column you will see the name of the Contracting Officer and the “Status” will

show “In Progress”.

Submitted Modifications
Click on the ID to view the event log for an Offer i
D Mod Actions Contract Last Update |Status  Assigned To  |Actions

WIMEM2V5B | Selected Mod Adtions |GSO7FOOTIW 2010-03-3014:20:00.1951!w-\|

BLMXHYTY |Selected Mod Actions (G307FO079W (2010-03-31 15:35240@3 In Progress | Jackie Jone ]\) Edit Mod ] [ Withdraw Mod J

v

i) If you click on the ID link the Event Log will be visible.

Company Name: Acme Management Concepts, Inc.
Contract Number: GS0TFO07IW
_ Add Labor Categary
| Modification Type: Add Product({s}
| Add SIN
EventLog

DUNS : 605691807
Control ID : GLMXHYTT

#» The eMod is created/updated on 2010-03-31 15:35:40.693 by John Doe
+ elodreceived on 2010-03-31 15:35

Close

j) If you select the Selected Mod Actions link the Mod details will show up

|Cmq:amyuame: Acme Management Concepts, Inc.

Contract Details
DUNS  : 605691807

Control ID : GLMXHY77
Contract Number : GSO7FO079W

elected Mod Types Details \

Primary Types Sub Types )

Add Labor Category
Additions Add Product(s)
Add SIN

Close
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A modification can be edited after the submission has been completed.

a) Go to the My Modifications homepage and locate the Mod in the Submitted Modifications
section and click on the Edit Mod button under the “Actions” column.

Submitted Modifications

Click on the ID to view the event log for an Offer

[ls) Mod Actions

WEN2VEB Selected lod Actions GSO7FO079W 2010-03-30 14:20:00.196 Withdrawn | JohnDoe___ _

Contract  Last Update \Status \Assigned To  |Actions

BLMXHY77 |Selected Mod Actions iGSD?FDU?QW 2010-04-01 13:58:11.983 |Actions Pending| John Doe [ Edit Mo

N Withdraw Mod_ | |

XPTOKLOY |Selected I'u10cl.ﬂ.|:1i0nsEGSUTFDU?QW 2010-04-0116:01:08.47 |Approved John Doe ) |
|EYD8TFB3 |Selected Mod Actions |GS07F0079W [2010-04-01 16:01:08.485 iln Progress John Doe [ Edit Mod ] Withdraw Mod ] |

b) The Corporate Information page will be displayed.

Prepare your modification:

Edit Modification Type

Corporate Information

Additions

Upload Documents

Submit Request

Cnmplata lIl Incomplete

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07FO07IW
Add Labor Category
Modification Type: Add Product(s)
Add SIN
CORPORATE INFORMATION

Is the information correct?
This information is taken directly from Central Contractor Reqgistration (CCR). If any of this information is incorrect, it must be
corrected through Central Contractor Registration (CCR). Any changes will be reflected in eOffer in approximately 24 hours.

DUNS Number: 123456789

Type of Organization: Mutually Defined

Common Parent DUNS Number: 505691807

Company Name: ACME MANAGEMENT CONCEPTS INC

Doing Business As (DBA):

‘eteran Owned Business
Senvice-Related Disabled Veteran Owned
Business Type: S Corporation

Service Location

Research Institution

c) Select the section of the Mod (from the upper left menu) that needs to be edited.

d) Edit or update the Mod information and Save and Submit.
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3.11 Withdraw an eMod

A modification can be withdrawn after the submission has been completed. To withdraw a Mod,
proceed with the following steps:

a) Locate the Mod in the Submitted Modifications section and click on the Withdraw Mod
button which appears under the “Actions” column.

Submitted Modifications
Click on the 1D to view the eventlog for an Offer

D Mod Actions Contract  Last Update Status \Assigned To  Actions

WMENM2V5B |Selected Mod Actions }GSD?FDD?QW 2010-03-30 14:20:00.196 \Withdrawn John Doe

BLUXHY77 |Selected Mod Actions |GS07F0079W |2010-04-01 13:58:11.983 |Actions Pending| John Doe [ Edit Mod | [ Withdraw Mod ||
;)(PTOKLQV Selected rumu.n.ctions!GSUTFDU?QW 2010-04-01 16:01:08.47 |Approved John Doe |
EFYDB?FEIB |Selected Mod Actians EGSU?FUU?QWIEDW—M—D‘I 16:01:08.486 |In Progress John Doe [ Edit Mod ] [ Withdraw Maod |

b) A confirmation page will appear. click “Yes” to withdraw the Modification.
CONFIRM WITHDRAW

Are you sure you want to withdraw this Modification?

S

Now the Mod status shows as withdrawn. The Mod may still be viewed for future reference.

Submitted Modifications
Click on the 1D to view the eventlog for an Offer

D [Mod Actions [Contract  |Last Update |Status |Assigned To  |Actions |
|WHENM2VSB |Selected Mod Adtions %GSU?FDU?QW 2010-02-30 14:20:00.196 iWithdrawn John Doe |
BLUXHYTT |Selected ru10cl.l\|:ti0nsIGSU?FDU?QWFD‘]D—ULU?11:49:24.4—15!Acﬁ0ns Pending| John Doe [ EditMod | [ Withdraw Mod ||
XPTOKLOY |Selected I'u10cl.*!.|:1i0ns!GSDTFDD?QW 2010-04-0116:01:08.47 |Approved John Doe |
FYDETFB3 |Selected lod Acions |GSO7FO07OW 2010-04-07 11:57:£ €78 Withdrawn ) John Doe |

3.12 Split eMod

The Contracting Officer assigned to a particular offer has the ability to “split” the original Mod into
two. The purpose is to separate modification(s) which can be processed in a shorter time versus
modification(s) which may take longer. This expedites the overall process. The original Mod is
displayed along with the two new “split” Mods. A notification is sent to the Vendor indicating that
the Mod has been split. The action may be viewed on the My Modifications page as shown below.
Note that the original Mod is not editable. It can only be viewed.

Submitted Modifications
_C';L.k an tha 0o 'ai_u\-f._r Ir!t- weend log far an Odier i}

i o ACtons Cantract [Last Updats J5tas [Assighed To
LA GEOTFET13G 0081028 1850006 55 Sp \ John Doe

Wi Mod
| [ Edtnad | ] )MMeroa |
@/ witndraw Mod |

BYCOGAD  Selected Mod Actions COTFSFI3G Z0091 0-2814°50;25 083 In Piagress - John Doe

Selerled Mod Acons

TFE7130 Z008-10-28 14:50:25.15 InFragress | John Doe
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3.13 Respond to a Clarification Request

If the CO has questions regarding the eMod, a clarification email request is submitted to the
Vendor along with a Clarification Letter attached as shown below.

Thi=z is an sutomwatic notification to inform you that & clarification is reguired to continue the process for the
contract modification against the contract (GS07F0079W) Mod No - 0002, eModId SLMHEHY7??

We have open a clarification case nunber 265

The status of the Mod is is on hold ["Taiting for clarification™]until the clarification is successfully completed.
The current Status of the Mod is "Waiting for clarification™

Please find attached the following docwment (s) :

Clarification Letter.pdf

Thi=s is an auto generated email. Please do not reply to this email address.

a) Upon receipt of a Clarification email, Log into eMod. In the Submitted Modifications the
status of that particular eMod will read Provide Clarification, click on that link.

Submitted Modifications
Click on the ID to view the event log for an Offer

is} Mod Actions Contract :L_ast_ﬁp_dat_e fSiatEJs fﬁss_ig_ned' To Ec't'i'ons _
|WMEM2V5B |Selected Mad Adlions | GSO7TFO07SW |2010-03-30 14:20:00.196  |Withdrawn John Doe

?éu-anYn ‘Selected Mod Adions | GSO7FO079W §201u-04-nawa.0453.553 lactions Pending | John Doe [ Edit Mod | [ Withdraw Mod
XPTOKLOV Selected Mo Acions  GSOTFOOTSW |2010-04-01 16:0108.47  |Approved | John Doe
[FYDBTFB3  Selected Mod Actions | GSO7FO079W |2010-04-07 1210:00.216  Withdrawn | John Doe |
EéatElRPMFH \Selected lod Acfions (GSOTFO079W [2010-04-09 13:56:07.626 |Approved | John Doe
ENI?PEKNU |Selected Mod Adions | GSOTFOO7OW |2010-04-08 142443923 |Provide Clarificaion. | John Doe -

b) The Exception Contract Clauses submitted by the Vendor will be displayed.

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07FOOTIW

Add Labor Category

Add SIN
Modification Type: Change in geographic coverage (scope)

Senvice Descriptive Change
Create/Manage Clause Exception(s)

Exception Contract Clauses submitted by Vendor
All Regulations have to be responded before 2010-04-10

Clause Number Title Status Action
52.209-1 { Original ) QUALIFICATION REQUIREMENTS (MAR 1998) Incomplete Respond

@ o view the History of Request for C@
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c) To view the history of clarifications, click on the view history link (shown in 3.13 (b)) and the
history of negotiations will be listed.

Company Name: Acme Management Concepts, Inc.
Contract Humber: GSOTFO07IW

Add Labor Category

Add SIN
Modification Type:

Senvice Descriptive Chan

ge
/ ‘Create/Manage Clause Exception(s) \

Histery of Negotiations \
Requested/Responded by Notes

jackie.Jone@gsa.gov _ Req. clarification for this clause, till then | Cannat approve it
jackie.Jone@gsa.gov

(a) Definition: "QUALIFICATION REQUIREMENT,” as used in this clause, means a Government requirement for testing or other quality assurance demonstration that mt

jackie.Jone@gsa.gov

(a) Definition: "QUALIFICATION REQUIREMENT,” as used in this clause, means a Government requirement for testing or other quality assurance demonstration that me

d) To respond to a clarification request click on the Respond link (shown in 3.13 (b)). The

Request For Clarification Screen will open up. Add your response in the bottom textbox and
click Save to Dratft.

Review Contract Clause 52.208-1 ( Original )

Instructions:

1. Your CO is requesting clarification of the exception you wish to take. The text you submitted as your exception is displayed in the "Submitied Exception Text” box. The CO comments regarding you
2. Readthe CO comments and edit the text as it appears in the “revised exception” box. When you have finished revising the text, press the "Save To Draft” button

Submitted Exception Text Comments From CO/CS

(a) Definition: "QUALIFICATICN REQUIREMENT," as used in this clause, means a Reqg. clarification for this clause, till then I Cz
Government reguirement for

testing or other guality assurance demonstration that must be completed before
award. Test

Enter Exception Clarification and Resubmit for 52.208-1 ( Original )
If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view

'Revised Exception Text

(a) Definition: "QUALIFICATICN REQUIREMENT," as used in this clause, means a Government
requirement for

testing or other guality assurance demonstration that must be completed before award. Test

Click Here to view the History of Negotiations for the Contract Clause 52.208-1
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e) On the next screen the Exception Contract Clause submitted by Vendor “Status” will show as
“Completed”. Click Submit Response.

| Company Name: Acme Management Concepts, Inc.
Contract Number: GS07F0079W
Add Labor Category
Add 31N
| Modification Type: Change in geographic coverage (scope}

Senice Descriptive Change
Create/Manage Clause Exception(s)

Exception Contract Clauses submitted by Vendor

All Regulations have to be responded before 2010-04-10. ) )
|Clause Number | Title @us\ Action |
|52.209-1 (Original) | QUALIFICATION REQUIREMENTS (MAR 1336) |

Completed | Edit

Submit Response

Select the link to view the History of Request for Clarifications

f) A success message will be seen.

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07FO079W

Add Labor Category

Add SIN
Modification Type: Change in geographic coverage (scope)

Senice Descriptive Change
Create/Manage Clause Exception(s)

@or Clarification was successfum

The Vendor receives confirmation of the submission while the CO is notified that the Vendor has
responded to the request. The status of the Mod changes back to “In Progress” on the My
Modifications page. When approved the status would change to “Approved”.

3.14 eSigning An eMod

After the modification(s) has been approved by the Contracting Officer the mod will appear within
the Signed Modifications category with the “Status” indicating “Ready for Vendor esign”

Signed Modifications
Click on the ID to view the event log for an Offer

D ModActions  Contract  Last Update Status assigned  actions
nuzpEknyfSEIEtediod  lago7e0079w/2010-04-09 14:5 \10.025 Readyfor Vendor ("View Mod | [__Sign Package | [ View Package
Actions esign

a) Choose the appropriate action based on whether the Mod or the Package should be viewed
or the Package should be signed.

b) If ready to sign, click Sign Package. This will take you to the Sign Contract page.
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|Company Name: Acme Management Concepts, Inc.
Contract Number: GSOTFO07IW

Add Labor Category
Add SIM
| Modification Type: Change in geographic coverage (scope)
Senvice Descriptive Change
Create/Manage Clause Exception(s)

Sign Contract

The following documents must be reviewed and accepted before signing.

| Action

Name  Description
Mod.nrif ‘

ﬁumentsintheemodpackagehavebee@ a _\ _\ J )

a
_|_|_|_|_|_|_I-I-l—'-‘-""l

‘I Review |

c) Review the Mod by clicking the Review link under “Action”.

Note: The “All documents in the eMod package have been reviewed”
must be selected before you can click continue.

d) Once the review is complete check the box and click Continue (shown in 3.14 (b)). The Sign
eMod page will be displayed as shown below.

Company Name: Acme Management Concepts, Inc.

Contract Number: GSO7FO079W
SIGN eMOD
The following documents must be reviewed and accepted before signing.
Documents
*Required ) i
Name | Status Actions
Standard Form 30 Not Accepled Review and Accept* /—\
Save and Exit Reject eMod

NS——

e) Click the link Review and Accept. Please note the option to reject the eMod at this point is
still available.
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f) The SF 30 Form will be displayed for review. Click Accept at the bottom of the form (not
shown here).
REVIEW DOCUMENT
The faliowing docusnant must be rewewed and acoapbed before sianing. Chick Back o select 2 dfflerent document
standard Form 30
ENOMENT OF SOLICITATION/MODIFICATION OF CONTRACT Rxmﬂm "HIH*P;N
|
Mo, ‘me: ; ‘kmwmmm fmmm:m
PQ-00¢ See 160 274
E. lssued By E'.hmmmr:mmm
NI 1 DIV
General Service hdministraticn Eﬁfﬁfg;cmﬂi’mégm
MANRGEMENT SZRVICES CIR ATLANTA GR 30365 404-331-511%
400 15 5T 5.H. {10FTE)
RUBURN WA 88001
f5. Name and Address of Confractor {No. Streest, County, State and Zip Code Amendmen of Soliciation No-
Acme Management Concepts, Inc.
£500 COLLEGEBLVD SUTTE 1 Dated (See lem 1)
OVERLAND FRBE, K5 662111536 Himuﬁmnlmmmm
G5-10F-02T6R

g) Click the Sign eMod button (step one of two). Still you have the option to reject the eMod
(which rejects the eMod package but not the entire eMod).

Company Name: - Acme Management Concepts, Inc.

Contract Number: GS07F0079W
SIGN eMOD
The following documents must be reviewed and accepted before signing.
Documents
"Required
|Name | Status Actions
Standard Form 20

iAccented bv John Doe | View -
(" [Sanobiod Jeoro Rejectebiod ]
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h) Click the Confirm (step two of two).

SIGN eMOD
Are you ready to sign this eMod?

Back | Confirm

i) Success message is displayed as shown below.

Sign HandBack Success

Contract Package has heen successfully Submitted for Signing Process.
Please complete a short user survey, by clicking the link below.

http-ffapps fss.gsa.qgowecffersurveyindex cfm

j) Inthe Signed Modifications section the status of the eMod will change to Awaiting CO esign.
Once the CO signs, the contract package will be available for download.

Signed Modifications

Click on the ID to view the event log for an Offer e e —

ID [Mod Actions |Contract |Last Update Status Assigned To  Actions

?N\?PEKNU |Selected Wod Actions  (GS0TFOO7IW | 2010-04-09 14.58.2226  |Awaiting CO esign View Mod ] [ View Package

For more details on the Signature process and downloading the contract package please see IV
eOffer/eMod Signature Process.
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